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TWO - HIGHLIGHTS

  OF THE MONTH

COMING SOON !                 

                                                                  

       MARCH 26 & 27, NIH 2003               

       SIMPLIFIED ACQUISITION               

                SYMPOSIUM

                          PRESENTED BY                              

   THE SIMPLIFIED ACQUISITION COMMITTEE

This years NIH Simplified Acquisition Training

Symposium will be a two -day event.  The event will

be held on March 26-27, 2003 and will be packed

with current as well as informative topics and

workshops.  The NIH 2003 Simplified Acquisition

Symp osium w ill be held at the  Nationa l 4-H

Conference Center, located at 7100 Connecticut

avenue, Ch evy Chase , MD. B us tran sporta tion will

be provided from main campus, building 31, 10, and

41, Rockledge Building B, 6011 E xecutive

Boule vard and Ex ecutive  Plaza  North  and S outh. 

The agenda for both days and a detailed bus

schedule will be sent out via email and posted on

the OLAO website by March 10, 2003.  The two day

event is free of charge. Lunch as well as morning

and afternoon refreshments will be provided.  The

agen da will o ffer topics add ressing various aspects

of procurement as well as current issues such as A-

76 Sta ndard s/Fair A ct, DHHS In itiative-N IH

Consolidation, Section 508 standards, workshops     

on Reverse Auction, and BPA/PC issues and           

invoicing procedures.  NITAAC will showcase a host

http://www.nih.gov/od/olao/oa
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of new  offering s and  The N IH Business  System will

present also.  Exhibitors from the University of

Maryland and Strayer University will be present

with educational information along with many other

exhibito rs.                                                                  

                                                                                

Both days of the symposium will provide first hand

factual inform ation to all are as of NIH .  All are

enco urage d to atte nd.  Sp ace fo r registra tion is

diminishing at a steady rate so register as soon as

you can.  To register simply go to the OLAO web

site, choose Training, and proceed to the 2003

Simp lified Acquisition  Symposium electronic

registra tion form .  Com plete the form  and you will

receive  an em ail with yo ur con forma tion numbe r. 

Entran ce into  the NIH TS is n ot mandato ry to

register, however if you are interested in obtaining

training credit, you must do so.  The instructions for

that task are listed below.  The OLAO web address

is: http://www.nih.gov/od/olao/oa. 

Questions regarding the symposium may be

addressed to Mr. John D. Best, Chairman, at

(301)496-4595.

Instructions for NIHITS:                                          

At Step  1 - Nom inee Se arch an d Selec t:               

Searc h and  select th e employee (s) as u sual             

                                                                    

At Step 2 - Payment Method and Vendor

Selection:                                                                  

                 Paymen t method = "o ther"                        

                vendor = "ou tside vendor"                          

                                                                             

At Step 2a - Vendor Search and Selection:           

Searc h for O ffice of an d then  click on  the Sk ip

button  at the b ottom of the a vailable  selectio ns. If

you don't sea rch, the  Skip b utton d oesn 't appear.     

    

At Step  4 - Nom ination d isplay an d sub mit:         

type the following information in Under Course

Inform ation:                                                                

                                                                               

Course Title: Simplified Acquisition Training

Symposium                                                                

                                                                                

Location: The N ational 4H  Confere nce Ce nter        

                                                                                 

Start Date: 03/26//2003

End Date: 03/27/2003                                                 

                                                                                 

Start Time:7:30 am - 9:00am =                                  

                  Pre-Registration Days 1& 2                       

                                                                                 

End Time: 3:30 pm                                                     

                                                                                 

Duty Hours: 6 per day           

                                                                                   

Under Vendor Information:                                       

                                                                                 

Vendor Name: Nation al 4H C ounc il                           

                                                                                  

Street Address: 7100 Connecticut Avenue               

                                                                                  

City: Chevy Chase                                                      

                                                                                 

State: MD                                                                    

                                                                                

Zip: 20815                                                                   

                                                                                 

No EIN # required for $0 course                               

                                                                                 

Rou te the n omin ation a s usu al for appro val in

your IC .   

   (Also see using NIHITS for training, page 3)

                   UPDATE ! UPDATE!                      

   OLAO  ACQUISITION NEWSLETTER    

                           INDEX                           

        JULY 1995 thru JANUARY 2003 

The a ttached OLAO A cquisitio n New sletter Index is

updated annually for your convenience.  Please see

ATTACHMENT (1).  This hard co py inde x is

provided as a quick reference locator for hundreds

of articles specific to numerous acquisition

processes, sources of regulatory and procedural

requirements, and various areas of acquisition

information  containe d within all pre vious ne wsletters

that you have been using as reference material

through the years.  This updated index may also be

found at the following OLAO Acquisition Operations

webs ite:                   

http://www.nih.gov/od/olao/oa/news/backindex.html 

http://www.nih.gov/od/olao/oa
http://www.nih.gov/od/olao/oa/news/backindex.html
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OFFICE OF FINANCIAL MANAGEMENT

             IMPORTANT UPDATE!

    USE OF APPROPRIATED FUNDS FOR       
      LIGHT REFRESHMENTS / RESCINDS       
               GSA TRAVEL AUTHORITY                
                                                                            
            (OFM - TRANSMITTAL NO. 76)           

Prepared By Joel Papier                                  
Recently, this office received Comptroller General

Decision B-288266, January 27, 2003.  In that

decision, the GAO has ruled as follows: "GSA does

not have the authority to permit agencies to use

appropriated funds to pay for employees' food and

refres hme nts excep t as part of a n em ploye e's

travel su bsisten ce allow ance .5 U.S .C. 570 2. 

Certifying Officers should not rely on GSA's travel

regulation on conference planning to authorize light

refresh men ts at conferen ces fo r emp loyees  in

nontra vel statu s.  Age ncies (and th eir accounta ble

officers) sho uld rely on e xisting, releva nt statutory

authority as interpreted by the Comptroller

General".

In addition, w e've rece ived a G SA Tra vel Adviso ry

No. 7.  T o sum marize this advisory , GSA  plans  to

discuss a favorable resolution with the GAO, which

could involve amendment of the affected portions of

the FTR and related guidance.  In the interim,

agencies are advised that providing light

refreshments during conference breaks cannot be

provided to individuals in a nontravel status at

Government expense under the authority of the

FTR.

Therefore, until we hear further word from GSA, the

policies and procedures contained in NIH MC

1500-04-10(C) regarding the use of appropriated

funds  to prov ide light re freshm ents, a re resc inded . 

In 1500-04-10(C), the applicable paragraph

include s the w ords, "p ending relea se".  Ple ase note

that this HHS travel chapter has been published on

line as 1-20-20 and will be updated accordingly.

On a related matter, this office will revise the

Entertainment Matrix which was distributed to the

commun ity throug h you r Executive O fficers in J uly

of 2002.

Finally, the use of procurement mechanisms,

e.g., IMPAC  Purchas e Card, Lo gistical Supp ort

Contra ct, etc. to pay for ligh t refreshm ents w ith

appropriated funds in line with the above

referenced NIH travel policies and procedures,

must be discontinued.

Pleas e ma ke w ide dis sem ination  of this

information.

Should you have any questions, I can be

reached on 496-4379.

PURCHASE CARD NEWS

                          ADDENDUM                                     

                    (Revised 03/27/02)

To the NIH Policy Manual 6013-2 Internal Procedures

for the Purchase Card (I.M.P.A.C.) Program

USING THE NIH INTEGRATED TRAINING
SYSTEMS (NIHITS) AND THE PURCHASE
CARD AS THE PAYMENT MECHANISM FOR
TRAINING BACKGROUND                                      

                                                                                   

The NIHITS is an electronic system which provides

authorization for employees to attend a training

class and documents the training and payment

method.  Due to the design of NIHITS, the

PURCHASE CA RD as a selected method of

payment is encouraged.  (It does not result in a

doub le obliga tion of funds.)

The D elega tion of A uthority  to purc hase  off the shelf

(OTS) training is limited to $2,500 or less, per

perso n, per vendo r, for a co urse o r class w hich is

offered to the general public through catalog listings,

web sites, general announcements, etc.

The NIH Purchase Card Program Office                  

recognizes that there is a need for 1) the acquisition

of multiple NIHITS transactions for employees and

2) the acq uisition of m ultiple purch ase ca rd

purchases to the same school or vendor for OTS

training  for an in dividua l student on the same day.
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The requirements of the Federal Acquisition

Regulation (FAR) 13.003(c) states that the

contracting officer/cardholder shall not use 

simplified acquisition p rocedu res to acq uire

services by breaking down the total cost of the         

service when it exceeds the micro-purchase

thresh old at $2,500  into several purcha ses m erely

to avoid the  use of a c ontract or p urchase order.

This is g enera lly  referred to as  splitting o rders to

stay under these thresholds.

While taking into consideration the FAR

requirement not to split orders, it has been

determ ined by the N IH Pu rchas e Card Office  that a

cardh older m ay exc eed th eir Sing le Purc hase  Limit

(SPL) and place multiple orders in one day for the

purchase of training and associated incidentals.

The basis for this determination is the fact that

orders are placed per individual and each order

does not exceed $2,500.

The following instances are examples of how a

cardholder may exceed their SPL for the purchase

of training and associated incidentals and place

multiple orders in one day, without splitting

orders :

1) The cardholder �s SPL is $2,500.  The cardholder

on the  same day  enters  orders  for five stu dents  to

attend classes at the University of Maryland totaling

$2,900 for all five students.  The charge per student

is less than $2,500.

2) The cardholder �s SPL is $2,500.  The cardholder

can place an order in NIHITS on the same day for

one s tuden t for two c lasses  at two s epara te

vendors. One class is at the University of Maryland

for $1,500 and the second class is at

CompuSearch for $1,800.

The ca rdholder is not perm itted to exceed  their

SPL or split the order in cases where the price of

one class exceeds their SPL.  For example, the

cardholder has an action to pay $3,500 for one

student to attend the  Unive rsity of M aryland.  In this

case, the cardholder would not be able to make the

purchase since the individ ual action is greater

than th eir SPL of $2 ,500.  C ardho lders m ust still

adhere to the pertinent laws and procedures 

governed by the Government Employees Training

Act (G ETA ), 5 US C Ch apter 4 1 as codified  in Parts

410 and 412 of Title 5, Code of Federal Regulations

(CFR).

Group Training is training purchased for more than

one individual for an OTS class at the same time

with the same vendor.  This purchase is considered

a single purchase and the cost cannot exceed the

cardholder �s single purchase limit or be split among

each  individu al partic ipant.

CARDHOLDER RESPONSIBILITY

The c ardho lder may plac e training orde rs direc tly

with the schools/vendors based on the instructions

outlined below:

 " All training must be input into NIHITS including

tuition and bo oks. In  order to  avoid d ouble

obligations and/or payments, the cardholder must

identify the purchase card as the payment

mechanism wh en en tering th e inform ation in to

NIHITS.  If someone other than the cardholder is      

entering information into NIHITS, that individual

mus t ensu re the p ayme nt mechan ism ide ntified in

NIHITS is the purchase card.

 " The N IHITS a pproval fo rm and  the cardh olders

pertinent purchase card information must be faxed

directly to the schools/vendors and/or the

appropriate book stores.

CARD APPROVING OFFICIAL (CAO)

RESPONSIBILITIES

It is the CAO �s responsibility to ensure that the

cardholder is adhering to these instructions

regarding the purchase of training and the use of

NIHITS.

YOU HAVE QUESTIONS                                    
                   WE HAVE ANSWERS

Inquiries about the NIH Purchase Card Program

should be directed to the Purchase Card Helpline on

301-4 35-66 06 or e mail at:  Creditcard@od.nih.gov. 

mailto:Creditcard@od.nih.gov
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CONTRACTS

YOU NEED TO KNOW!

   PRINTING / DUPLICATION SERVICES =      
                    GAO DECISION

Provided by Barbara Levy, Procurement

Analyst, DAPE, OAMP                                             

                                                                                 

The fo llowing  message  is a rem inder to  all

acqu isition sta ff of the im portan ce of adherin g to

statute and regulation when acquiring printing

service s.                                                                     

                                                                               

The General Accounting Office (GAO) has

concluded that photocopying services acquired by

the Bureau of Land Management (BLM) employees

from Kinko's without first receiving a waiver violated

federal law which requires that all such services be

acquired through the Government Printing Office

(GPO). Therefore the photocopying services

acquired cannot be paid for with government funds

(Bureau of Land Management: Payment of

Pocate llo Field Office , GAO , B-2909 01, 12/16 /02)    

 http://ww w.gao .gov/decision s/app ro/290 901.h tm     

                                                                                 

The GAO Decision was based on 44 U.S.C. 501

and FAR 8.8, which generally require, unless

certain exceptions apply, that all printing and

binding for the federal government "shall be done"

at the GPO.  Since the BLM employees did not

follow the correct procedures, the contract imposed

no legal obligation on the part of the government

and th erefore , GAO  stated  that it had no b asis to

autho rize paymen t.                                                    

                                                                                

This d ecisio n imp acts th e NIH  in diffe rent w ays. 

The P HS A ct (41 U.S .C.241), S ection 4 05(c)(4),

specifically exempts NIH Directors of Institutes

from the GPO printing requirements, as well as

from any approval requirements of the HHS for

printing b y the GP O (note  that this a uthority

flows d own  from th e Institute  Directo rs to

acqu isition o fficials).  

                                                                                   

Therefore, all contracting officers acquiring printing

for Institutes may contract for printing services

withou  t regard  to the s  tatute th  at requ  ires tha  t           

printing be acquired through the GPO, and they do

not ne ed an y furthe r cleara nce o r appro val to

proceed with their printing requirements (see

Manual Chapter 6308, Acquisition of Printing

Requirements, for further clearance,

waiver/exemption and reporting requirements at

http://www1.od.nih.gov/oma/manualchapters/contrac

ts/630  8/).                                                                     

                                                                             

However, NIH Directors of Centers and other

entities that cannot be classified as Institutes

(e.g., NLM, FIC, OD, NCRR, CIT, etc.) are not

covered by the PHS Act and therefore must

com ply w ith 44 U .S.C. 501.  Contracting  Officers  in

Centers and those other entities not classified as

Institutes must follow FAR 8.8 as well as the

instructions in the Manual Chapter 6308 so that they

do not violate 44 U.S.C. 501.  Please review the

waive rs/exemptions and repo rting req uirements

conta ined in  Manual Ch apter 6 308 th at fully explain

the role s and  respo nsibilities  of acquisition s taff

obtaining printing services

(http://www  1.od.nih.g  ov/oma  /manu  alchapte  rs/contra

cts/63  08/).                                                                    

                                                                                 

Finally, w hile OM B, in M ay 2002, op ened  federa l       

printing  require men ts to compe tition from  private

sector companies, and there is a published

proposed rule that would eliminate the requirement

that the federal government use GPO for printing

and duplication services, the current statute (44

U.S.C. 501) requiring that such services be

performed at the GPO is still applicable and the

GAO  decisio n is based on statu te that is s till in

effect.                                                                           

                                                                                 

Please ensure that contracting and project

officer staff are aware of this GAO decision and

know how it affects their acquisitions of printing

services.  

****************************************

http://www.gao.gov/decisions/appro/290901.htm
http://www1.od.nih.gov/oma/manualchapters/contracts/6308/
http://www1.od.nih.gov/oma/manualchapters/contracts/6308/
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DELPRO NOTES & SIMPLIFIED

ACQUISITION NEWS

         HEL PFUL HIN TS &   REM INDE RS!                

                PLEASE DON �T FORGET!

DRUG FREE WORKPLACE CLAUSE

An acquisition file for a Professional Service Order

(PSO) must contain evidence that the individual or

vendor has been notified of the required

compliance with the provisions of the Drug Free

Workplace  Act, FA R 23.5 05. This evidence may

be either a copy of the Drug-Free Workplace

clause  52.223 -6, which has been sent to the

individ ual/ve ndor, included in  the file, or a

written indication that the drug free clause was

given to the individual performing the service. 

While he/she no longer has to "certify" by signing

and returning the clause, there must be some

documentation in the file that the clause was

provided.                                                                    

LIST PRICE and UNIT PRICE:                          

Ordering Officials must contact the vendor and

insure that they are receiving the appropriate list

price and unit price/discount price as agreed upon

within the BPA, and indicate as required on the

DELPRO computer generated order in the LPRICE

and UPRICE fields.  If no discount is offered, the

Ordering Officials MUST indicate the RMKS: field,

or within the acqu isition file, "No Discount Offered." 

It is important that Ordering Officials use the

LPRICE: field (price charged to commercial

customers/general public PRIOR to any

disco unts)  and U PRIC E: field  (the net price paid

by NIH AFTER discounts have been taken)

COR REC TLY.  The Simplified Acquisition

Programs Branch is responsible for verifying that

BPA vendors are giving the NIH discount rate that

was negotiated on their BPA.  Discount information

is obtained by gathering information as entered by   

the Ordering Officials from the LPRICE: and

UPRICE: fields of the ADB, and comparing the end

result w ith the negotia ted discoun t on the  BPA .        

                                                                                   

        KNOWLEDGE IS POWER               

  (Select the most correct answer to each question)

1.  NIH WILL BE LIABLE for any unauthorized use

of the Purchase Card, and the cardholder MAY NOT

be he ld neg ligent and ad ministra tively accoun table

to NIH if the loss is not reported timely.

TRUE            FALSE           

2.  The official file must be maintained for six (6)

years  and th ree (3) m onths  after the  final paymen t to

comply with finance regulations.

TRUE          FALSE          

3.  Any tim e the Pu rchase  Card is u sed for a

purchase, whether it is done over the counter or by

telephone, the monthly cumulative purchase log

(Record  of Purch ase Ca rd Orde rs), must be

anno tated a nd reta ined in  a monthly ac quisition  file.  

          TRUE          FALSE                                      

                                                                                 

4.  The  Adm inistrative  Office/IC  designee w ill

maintain the official file (inclusive of financial and

acquisition  data) for ea ch purchase card orde r.

 

TRUE          FALSE                                     

5.  When the items are received, the Cardholder

DOES NOT have to annotate the receiving

information on the shipping document and/or the

Record of Purchase Card Orders Log.

TRUE          FALSE           

Answers may be found at the end of the newsletter
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OFFICE OF ADMINISTRATION PIONEERS
REVERSE AUCTIONS AT NIH                    

   Provided by William Brown, Jr., Chief, APSB    

                                                                                 

The Acquisition Planning and Specifications Branch

(APSB ), Division of A cquisition P rogram s (DAP ),

Office of Logistics and Acquisition Operations

(OLAO), Office of Administration (OA), has

successfully conducted several reverse auctions

the last two years.  A reverse auction is live on-line

bidding process used to lower the price of goods

and services  require d by the Governm ent.  It is

impo rtant to u nders tand th at it is only  a pricing tool. 

The ac quisition req uirements and p rocesse s are

otherwise unchanged, i.e., all regulations and

procedures must still be followed.  A regular

auction drives the price up until the highest price

bidder  �wins, � while a reverse auction drives the

price down s o that th e Governm ent is able to

capture the best price the market can bear at

auction time .  

Prior to participating in a reverse auction, a vendor

must either attest to submitting a brand name

product or provide samples of the product they

intend to supply if awarded a contract.  Once

samples a re app roved , these  vendors, along with

those submitting a brand name product, are invited

to participate in the reverse auction.  The reverse

auction takes place over the Internet.  Qualified 

vendors are allowed to bid as often as they wish

during the auction period, which ranges from one-

half to one hour with overtime periods.  The savings

are generally in the range of 10-24% less than the

Independent Government Cost Estimate (IGCE)

prices.  APSB is the first and the only DHHS

opera ting un it to utilize th e reve rse au ction co ncep t. 

                                                                                   

                                                                 APSB

cond ucted  their first tw o reve rse au ctions fo r utility

wipes and pipette tips for the NIH Self Service

Stores on May 10, 2001.  They resulted in savings

of $395,400.00, which was 20% less than the

IGCE.  On December 14, 2001, APSB conducted

its third reverse  auction, whic h was  in partn ership

with the N IH Clinical C enter.  This  was a five  year,

consolidated buy  of restro om hygiene  produ cts. 

The overall savings was $505,099.00, which was

25%  less tha n the IG CE.                                           

                                                                As a resu  lt of the savings, knowledge,

 and experience gained

from the previous five auctions, DHHS requested

APSB to take the lead on a DHHS-wide reverse

auction.  This led to a partnership with the DHHS

and all DHHS OPDIVs.  Secretary Thompson was

familiar with reverse auctions from his tenure as

gove rnor of W iscons in, and  very en coura ging o f this

effort. He  was a  ware  of the s  avings  that co  uld res  ult

through consolidating requirements, and  was eager

to see the technique used by the entire DHHS as

part of h  is  �  one D  epartm  ent �  initiative.                        

                        

After de fining each O PDIV s requ irements

(specifications, quantity, delivery locations), on

September 13, 2002, APSB conducted the first

DHHS-wide reverse auction for a commodity used

by all ag encies: copy paper.  The re was full

participation  by all OP DIVs.  Th e total savin gs for a

one year contract, with one option year, was

$1,300.088.00, which was 34.02% less than the

IGCE .                                                                           

                                                                                 

On Ja nuary  9, 200 3, the A SPB , in partn ership  with

the NIH Clinical Center, conducted its fifth reverse

auction.  The commodity was trash can liners.  The

overall savings was $114,820.00, which was

35.06 % les s than  the IGCE.                                        

                                                                                  

APSB  has iden tified shipping  boxes (D HHS -wide),

surgical gloves (NIH), and surgical masks (NIH) as

the commodities for the next three upcoming

auctions.  APSB will be continuing its efforts here at

the NIH and DHHS-wide to conduct auctions on

equipment and supplies that are a good fit for the

reverse auction process.   �Good fit � items are those

that are  boug ht in a s ignifican t quan tity or at a

significant price, and which have some pricing

flexibility/leeway in the market.  As seen from the

savings, $2,315,407 from the five auctions

conducted to date, it �s worth your time to review

your requirements to see which would be

appropriate for reverse auctions.  Thus far, APSB

has only done reverse auctions for

supply/equipment requirements, but is certainly 

open  to doing them  for serv ices.                                 

                                                                                  

There  is an acquisitio n cos t associated  with this

process.   However, the track record of the savings

obtained from all previous auctions far exceeds any

cost.  W ithout a  doub t, APS B feels  that the  NIH

shou ld be condu cting m ore au ctions.                          
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If you would like additional information on the

Reverse Auction process, please contact

William Brown, Jr., Chief, APSB, DAP, OLAO,

OD o n (301 )435-3 916, o r ema il

BROWMW@OD.NIH.GOV.

BPA NEWS

BPAs = GREAT DISCOUNTS =

           USE YOUR PURCHASE CARD!            
                    Provided by Cole Stathes

The Simplified Acquisition Programs Branch

(SAPB) has established over 800 Blanket Purchase

Agree men ts (BPAs) for u se by th e NIH  commun ity. 

These accounts cover a wide variety of supplies

and services - everything from IT software to office

items to  scientific  equipmen t to antibody analysis ! 

Entire n ew co mmodities, s uch as temporary  help

and tra vel serv ices, ha ve recently be en ad ded to

the BPA program; and other fields are under

cons ideration.                                                            

                                                                                

The g reat m ajority of th ese B PAs h ave a  terrific

feature - their disc ounts .  SAPB does not want the

NIH researchers and support staff to pay list price

for any thing.  S o the S APB  mem bers w ork dilige ntly

to obtain as many discounts as possible from our

vendors.  Th ese specia l prices m ay be  tied in w ith

Federal Supply Schedule discounts, or they may be

nego tiated d irectly w ith vend ors especia lly for NIH . 

We also know that many laboratories and offices

are only able to order limited quantities of supplies

at a time.  Therefore, whenever possible, SAPB

aims to s ecure d iscounte d prices e ven for ve ry

sma ll purchases .                                                        

                               An extremely important aspect

of BPA Discounts is their applicability to purchase

card h olders .  Whe n a BP A ven dor offe rs disco unts

to NIH, these discounts are to be honored whether

the NIH buyer uses a purchase card, a record of

call, or a  purch ase o rder.                                           

                                                                                   

           Thus , an NIH  purch aser sh ould ide ntify

him/he rself as m aking th e purchase o n beh alf     

                                                                             of

NIH, and then should receive the same prices,

discoun ts, and shipp ing and d elivery terms

regardless  of the  purchase  mec hanis m ch osen .  

                                                                  

SAPB, therefore, strongly encourages purchase

card holders, and all other NIH buyers, to consider

the BPA  vendors  for their office an d laborato ry

needs.  These are vendors typically extending better

prices and value to go along with the convenience of

the sim plified ordering  methods.                                 

So, pu rchas ers, wa ke up  and smell the  discou nts! 

Enjoy the best of both worlds - the ease of the

Purchase Cards and the economy offered by the

BPA vendors.  The list of BPA vendors can be

quickly  found  on ou  r web  site at:

      

             http://www.nih.gov/od/olao/oa/

           (Click on Simplified Acquisitions)

                USE THAT PURCHASE CARD

                HAP PY  BP A  PU RCH ASING !!

BPA �S

NEW, REESTABLISHED AND                           
DISCONTINUED BPAS

The following BPAs have recently been

established:

BPA # - Company Name

54292 - Airgas East Inc - for gases and demurrage

5740 2 - Spe ctra Gases  - for che micals  and m edia

5729 5 - Pan vera LLC - fo r chem icals an d biological 

mate rials

57180 - Walt's Photocopy - for copier supplies and

repair

56288 - Objects Worldwide - for IT services

56291 - Corporate Buying Group - for imprinted and

http://www.nih.gov/od/olao/oa/
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personalized items

5635 5 - Nextage  Med ical Pro ducts  - for scientific

supp lies and  instrum ents

56367 - GC Micro - for IT software, hardware and

repair

56394 - Data Impact - for IT services

5640 7 - FM A Compu ter Tec hnology Inc -  for IT

softwa re, sup plies an d repa ir

56422  - The An swer Temps  - for office sup port

services

5643 4 - Ma nage men t Systems S ervices  Inc - for IT

hardw are, so ftware  and re pair

56328 - Linemark Printing - for printing/copying

services

5645 8 - Compu ter Ma nage men t Services - for IT

services 

56485  - On-Site S ourcing In c - for printing/b indery

services

The following BPA has recently been

reestablished:

BPA # - Company Name

55130 - Netcomm Inc - for IT services

51314  - Norsem an Inc - for IT  hardware, softwa re

and supplies

4210 4 - Pos ner - for h ardware an d tools

The following BPAs are discontinued:

BPA # - Company Name

4837 3 - Key  Scien tific

53601 - Medarex Inc

53482 - Randy's Carpet Inc

51365 - Deposition Services

55090 - Mac Solutions

53573 - Summit Chemical Company

55284 - ACS Desktop Solutions

4967 7 - Air P roduc ts

54111 - Incyte Genomics

48425 - Martek Corporation

43695 - Panvera LLC

55272 - Specialty Laboratories Inc

5521 8 - Viva  Produ cts

41906 - Walt's Photocopy

56304 - Hire Standard Staffing
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AVAILABLE TRAINING AND SEMINARS

2635                                                                                                                                                         
Purchase Card Processing System

The Purchase Card Log can be generated electronically through the ADB.  This half-day course introduces

electronic Pu rchas e Log s and  the rec onciliatio n proc ess w ith hands-on  exerc ises in th e ADB.  Students  will

create an d recon cile an elec tronic Purc hase L og in the A DB.  Th is training is for cu rrent NIH  Purcha se Card

holders who wish to create and reconcile electronic purchase logs using the ADB.

Cours e Date Times Location Cost Cancellation

Deadline

3/27/2003 (8:30 - 12:00) or (1:00 - 4:30) EPS $175 2/28/2003

5/6/2003 (8:30 - 12:00) or (1:00 - 4:30) EPS $175 4/9/2003

6/12/2003 (8:30 - 12:00) or (1:00 - 4:30) EPS $175 5/15/2003

7/20/2003 (8:30 - 12:00) or (1:00 - 4:30) EPS $175 6/20/2003

2607                                                                                                                                                         
Simplified Acquisitions Refresher for AOs (2 classes each day)

This class will focus on changes and updates to Simplified Acquisition procedures, purchasing mechanisms,

the ordering process, and the role and responsibilities of the Approving Official.  The Delegated Acquisition

(DELPRO) Reference Guide will be used.  The audience is Administrative Officers/Approving Officials who

have su ccessfu lly comple ted the m andato ry 4 day D elegated  Acquis ition Training  course  more th an 2 yea rs

ago a nd fee l they co uld benefit from  an up date course  spec ifically designed to em phas ize Ap proving Officia l �s

responsibilities.

Cours e Date Times Location Cost Cancellation

Deadline

3/26/2003 (8:30 - 12:00) or (1:00 - 4:30) EPS $190 2/26/2003

7/31/2003 (8:30 - 12:00) or (1:00 - 4:30) EPS $190 7/2/2003

2636                                                                                                                                                         
Mandatory Purchase Card Training

This cou rse introdu ces the N IH Purch ase Ca rd, Purch ase Lo gs and  reconc iliation proces s.  Students will learn

cardholder and card approving official responsibilities, uses and limitations of the purchase card, ordering

procedures, implementation and maintenance of Purchase Logs, and the reconciliation process.  As part of the

reconciliation process, the proper use of the ADB Purchase Card will be explained.  The class consists of

lecture  and h ands -on exercises with th e ADB Purchas e Log  and re conc ilation process.                                       
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This course is mandatory for all NIH employees who wish to become Purchase Card Approving

Officials or Card holders.  It is also rec omm ended a s refresher trainin g for current c ardholde rs or card

approving  officials .                                                                                                                                                

   For  more information, or to register, please contact the Human Resource Development Division on

496-62  11 or vis  it the we  bsite:  http://learningsource.od.nih.gov/

Cours e Date Time Location Cost Cancellation

Deadline

3/10/2003 8:30 - 4:30 EPS $290 2/10/2003

3/24/2003 8:30 - 4:30 EPS $290 2/24/2003

3/25/2003 8:30 - 4:30 EPS $290 2/25/2003

4/14/2003 8:30 - 4:30 EPS $290 3/7/2003

5/5/2003 8:30 - 4:30 EPS $290 4/7/2003

5/19/2003 8:30 - 4:30 EPS $290 4/21/2003

6/9/2003 8:30 - 4:30 EPS $290 5/12/2003

6/10/2003 8:30 - 4:30 EPS $290 5/13/2003

7/14/2003 8:30 - 4:30 EPS $290 6/16/2003

8/11/2003 8:30 - 4:30 EPS $290 7/14/2003

Mandatory DELPRO Procurement Training

The D elegated  Acquis ition Training  Program  and ad vanced  acquisition  semina rs listed belo w are m andato ry

for Purchasing Agents, Approving Officials, Ordering Officials, and Procurement Officials with DELPRO

authority.  Failure to complete these seminars may result in loss of authority for DELPRO purchasing.  The

following courses will be available for enrollment this FY2002 and FY2003.

2609                                                                                              Federal Supply
Schedules

Cours e Date Time Location Cost Cancellation

Deadline

4/15/2003 (9:00 - 12:00) or (1:00 - 4:00) EPS $245 3/18/2003

7/15/2003 (9:00 - 12:00) or (1:00 - 4:00) EPS $245 6/17/2003

2610                                                                                   

   Consolidated Purchasing Through Contracts

Cours e Date Time Location Cost Cancellation

Deadline

4/16/2003 (9:00 - 12:00) or (1:00 - 4:00) EPS $245 3/19/2003

7/16/2003 (9:00 - 12:00) or (1:00 - 4:00) EPS $245 6/18/2003

http://learningsource.od.nih.gov/
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2611                                                                                 

Buying from Businesses on the Open Market

Cours e Date Time Location Cost Cancellation

Deadline

4/17/2003 (9:00 - 12:00) or (1:00 - 4:00) EPS $245 3/20/2003

7/17/2003 (9:00 - 12:00) or (1:00 - 4:00) EPS $245 6/19/2003

2617                                                                            

Price Reasonableness in Simplified Acquisitions

Cours e Date Time Location Cost Cancellation

Deadline

5/20/2003 (8:30 - 12:00) or (1:00 - 4:30) EPS $245 5/1/2003

2612                                                            

Professional Service Orders

Cours e Date Time Location Cost Cancellation

Deadline

5/7/2003 (8:30 - 12:00) or (1:00 - 4:30) EPN $245 4/8/2003

6/11/2003 (8:30 - 12:00) or (1:00 - 4:30) EPN $245 5/14/2003

7/29/2003 (8:30 - 12:00) or (1:00 - 4:30) EPN $245 7/1/2003

2603                         

Delegated Acquisition Training Program

This class includes segments on processing FSS best value determinations, on open market requirements at

various thresholds, and on each of the DELPRO mechanisms.  Information is presented in a clear, logical and

practical format.  Included are exercises and a  �hands-on � segment in which students actually access the ADB.

Cours e Date Time Location Cost Cancellation

Deadline

3/11 thru 3/14/2003 9:00 - 4:00 EPS $784 2/11/2003

4/15 thru 4/18/2003 9:00 - 4:00 EPS $784 3/18/2003

5/20 thru 5/23/2003 9:00 - 4:00 EPS $784 4/22/2003

7/15 thru 7/18/2003 9:00 - 4:00 EPS $784 6/17/2003

8/12 thru 8/15/2003 9:00 - 4:00 EPS $784 7/15/2003

NOTE: Although a cancellation deadline date may have passed, you may still submit a registration form through

NIHITS in case an opening occurs.  For further information, please contact the Human Resource Development

Division on  496-6211 o  r visit the web  site: http://learningsource.od.nih.gov

http://learningsource.od.nih.gov
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ANSWERS TO KNOWLEDGE IS POWER

1........FALSE -  NIH POLICY MANUAL 6013-2, pg. 27

2........TRUE -  NIH POLICY MANUAL 6013-2, pg. 12 

3........TRUE -  NIH POLICY MANUAL 6013-2, pg. 19

4........TRUE -  NIH POLICY MANUAL 6013-2, pg. 11

5........FALSE -  NIH POLICY MANUAL 6013-2, pg. 23

THE OLAO ACQUISITION NEWSLETTER

We encourage the ICs to send us any articles they may have related to acquisition so that we can include your

articles in  future n ewsle tters.                                                                                                                                   

                                    

The O LAO A cquisition N ewsletter is  publishe d by the O ffice Of Log isitics and A cquisition O perations  (OLAO ),

OA, OD.  This issue and prior issues are available through the OLAO homepage:

http://www.nih.gov/od/olao/oa                                    

To rece  ive a hard  copy of th  e New  sletter or to co  rrect/remo  ve/add y  our ma  iling addres  s for the N  ewsletter,

Mailing Key F113A, please fax your request to (301) 402-0217, or email your request to the following

individuals:

Ms. A rlene W allace a t: wallacea@ors.od.nih.gov  Or

Ms. M argare t Agres ti at: agresti@ors.od.nih.gov                                                                                                     

                   

OLAO invites your comments and suggestions for future articles.  Please address all correspondence to the

co-ed  itors Pa  t Seide  l, Seide  lP@  od.nih  .gov , T  im Th  eoha  ris, Theohart@od.nih.gov , Annette Romanesk,

Romanesa@od.nih.gov , or John Best, BestJ@od.nih.gov   If you have any questions or comments regarding

the information, policy and/or procedures published in the News, contact the DELPRO Helpline on 496-0400

and you will be referred to the appropriate area.

mailto:seidelp@od.nih.gov
mailto:theohart@od.nih.gov
mailto:Romanesa@od.nih.gov
mailto:bestj@od.nih.gov
http://www.nih.gov/od/olao/oa/
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ATTACHMENT (1)

OLAO  ACQUISITION  NEWSLETTER

INDEX

JULY 1995 thru JANUARY 2003 

THE FOLLOWING OLAO ACQUISITION NEWSLETTER INDEX MAY BE FOUND ON OUR OLAO

ACQUISITION OPERATIONS WEBSITE: http://www.nih.gov/od/olao/oa/news/backindex.pdf

(A)

Acquisition Career Management Information System(ACMIS), DEC00

Acquisition Checklist (Simplified) JAN01

ADB - LPRICE and UPRICE fields, SEP95, MAR96, MAY96, APR98, FEB02

ADB - SHP screen, NOV95

tolerance and variance, AUG 95

 amount to be entered, SEP95

ADP and Office Equipment Repair, APR97

Advertisement Orders, DEC96/JAN97, MAR97, SEP98

  

A/E Firms, Educating on the selection process, OCT96

Appropriated Funds - light refreshments, FEB01, MAR02

Approving Official Signature on DELPRO orders, JUL95, NOV95

timeliness, SEP96

Approval of DELPRO orders within 24 Hours, DEC00

http://www.nih.gov/od/olao/oa/news/backindex.pdf
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Audio Conferencing Services (How To Procure), NOV97

(B)

Blind Industries and Services of Maryland (BISM) - office supplies, JUL/AUG01 

BPAs

Bona Fide Needs Rule, SEP97

critique about a vendor, JUN99, FEB01

discount validation, APR96, AUG96, SEP96

discounts, JUL/AUG00

discounts and purchase card use, FEB02, JUN02, NOV02

increased thresholds, JAN96

NIH-wide BPA Listing Users Guide, JUN96, OCT96, NOV98

  problems, NOV96

what a BPA is, JAN96

termination of BPAs, SEP01  

BlackBerry Wireless E-mail Device, JUL/AUG02 

Building 50, FEB99

Business Cards, SEP98, JAN01, JAN03

Brown Bag Lunch, MAR99

Buy American Act, JUN00, JUL/AUG01

(C)

CAPS,

centralized animal procurement system, APR00

Codes,

NIH data warehouse assists with various codes, JUL/AUG02
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College Credits, JAN03

Clearances

property, MAY97

clearance manual website changed, APR00

Collection of Sensitive Data, NOV02 

Commercial Items

  general, APR96, DEC96/JAN97, MAR02

  buying on FSS, APR96

FORM for commercial item acquisitions >2,500, JUL/AUG02 

Competition

  where to find other sources, DEC96/JAN97

Competitive Range, JAN99

Computer Software, OCT96, JUL97

Office 97, DEC96/JAN97

Microsoft updates, MAR97, APR97, MAY97

  QuarterDECk Software, OCT96

Contracts

Avoiding Personal Services contracts, MAY01  

Allied health care & medical facility contract, OCT02

Biomedical contract, Oct02

"C" and "D" type, defined, OCT95

contracting for technical support, SEP99

competition-multiple task & delivery contracts, SEP99

certain contracts, SEP99

contract types, NOV99

cage wash & autoclave equip., DEC99

contractor performance system, MAR99, APR00, MAY00, JUN00, SEP00,

JUN 01, FEB02, JUN02

debriefings, MAR97
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DHHS project officers � contracting handbook on-line, MAR99

documents to start process for new/renewal contract, SEP95

domestic & international travel, MAR98

Electronic Computer Store (ECS) Contract, NOV95, APR96

Electronic Bulletin Board, JAN03

evaluation of proposals, DEC99

exercising options, NOV95

fair methods under MAC contracts, OCT99

Faxon subscription contract will not be renewed, SEP00

freezer specimen contract, JUN99

GSA contracts for certain laboratory testing services, JAN99

GWACs?MACs, JAN02

IDCs, use of, AUG96

Image World Contract, MAY97

info regarding Ciphergen and (PBS II), JUL/AUG00 

Information Technology Centers of Excellence, NOV95

instrument maintenance contracts, MAR02

maintenance contracts/agreements, NOV95, APR96, APR99, JUN00, 

multiple award contracts, JUN97, JUN00

new Indefinite Delivery Contract Guide, JAN98

NIH Manual Issuance 26016-1, Indefinite Delivery Contract Guide, JAN96

NIH-wide Contracts, FEB99, MAR99

NIH wide contract for interpreting services, AUG99

NIH wide contract for a protein sequencer, OCT99

NIH-Wide contract with Sykes Communications, MAY00, DEC00

NIH notification of new contractors on performance evaluations, NOV00

NITAAC and Allied Health Equipment Contract, JUL/AUG01

NITAAC Contracts, APR02

Notifying potential offerors of the basis of award, JAN01

OMEGA contract, MAY01

OR �s NEW NIH travel management center, JAN99

Packard Instruments, JAN96

Past Performance information retrieval system (PPIRS), OCT02

proposals that exceed minimum requirements, OCT99 

proposed FAR rule requires minimum guarantee, MAY00
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performance-based service contracting-review checklist, APR00, JAN03

(PICS) public information and communications services contracts, MAY02

Recurring Requirements/Task Order, APR99

Rotor Inspection Beckman Coulter, NOV02

salient characteristics, DEC99

sba HUBZONE program - access pro-net today, OCT99

task & delivery order contracts, JAN99, OCT01

technical detailed information required, MAY00

websites for contracting staff, APR99

Contracts (Software)

    Claris Professional Support Contract, AUG97

DHHS Select program for Microsoft software, OCT95

    DHHS PASSPORT program for LOTUS software, JAN96

  

Contract Specialist Trainee Program, OPM, MAY96

Controlled Substance Coordinator, APR96, AUG96

Copiers 

clearances, OCT96

  maintenance, FSS BPAs, OCT95

  purchase of, JUN96, AUG96

Copies of Acquisition Regulations, where to get them, OCT95

Courier Service, JUL96

Customer Service, APR97

Covering Orders, FEB01
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(D)

DCIS NIH Module, SEP01, SEP02 

Deadline Dates For,

Submitting RQM �s to the OPM, APR00

Debriefing Procedures, JAN99

Delivery Code, DEC96/JAN97

Delivery F.O.B. Destination, JUL99

DELPRO

DELPRO Acquisition Handbook, OCT96

DELPRO Authorities, NOV96, DEC96/JAN97, MAY97, JUL97

DELPRO files, changes in Regulatory and Procedural findings,DEC00

DELPRO IDs, JUL95, MAR96, APR96, JUL96, AUG96, MAY97, DEC97

DELPRO Node Reviews, JUL95

DELPRO orders must be approved within 24 Hours, DEC00

Departmental Contracts Information System (DCIS), JAN01

Discounts, BPA, JAN99

Drugfree Workplace Certification, MAR97, DEC99 

Dunn & Bradstreet, MAR99

(E)

EDI, OPM, APR96, JUL96

Education,

Strayer offering new degree programs, APR00
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EIN requests, JUL95, DEC96/JAN97

Electronic Computer Store Contract, AUG96, APR99

Electronic Forms, DEC97

Electronic Payment - ACH, SEP97

Electronic Requisition Screening, FEB97

Energy Efficient Standby Power Devices, FEB02

Energy Star, JAN99, SEP99

Equipment/computer repair, or Fabrication, MAR01, MAR02

Evaluation Criteria when using simplified acquisition procedures, JAN02

(F)

Fair and Reasonable price determination, OCT95, MAY96, JUN96, JUL96, SEP96, MAR97

FAR Hardcopy edition, MAY97

FAR 15 Rewrite Effects Competition, FEB98

FASA, Summary, AUG95

FAXES, AUG98, FEB99

FEDBIZOPPS, JUL/AUG01, DEC01, SEP02

Federal Supply Schedules (FSS)

ordering from, JUL95, SEP96, APR00, JUL00, SEP02

best value determination, MAR97, SEP96, JUN97, FEB98, DEC01

  changes, JUL97, AUG97
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documentation, JUL96, OCT96, MAY99

ordering commercial items, AUG96

search and compare for best value, FEB01, MAY02

sole source documentation, OCT02

procedures and required file documentation, MAY01, JUN01, APR02, SEP02

Federal Supply Schedule Program/Information, OCT97, AUG99

Forms,

delpro approving and ordering official form updated, JUL/AUG02

form for commercial item acquisitions >2,500, JUL/AUG02

FIRMR eliminated, DEC96/JAN97

Freedom of Information Fee Schedule Change, APR02

Furniture (UNICOR), JUL96

BPA, AUG96

(G)

GAO Decision, JAN99

General Services Administration (GSA)

GSA Advantage, OCT00, JUL/AUG01

GSA Lease Programs, JUN00

GSA Sources of Supply, JUL96

GSA Websites, JAN99

GS - 1102 Credential Process/Waivers, 1102 JAN99, FEB99, MAR99, JUN00, SEP

Gifts From Outside Sources, SEP00

Government Vehicle - obtaining gasoline & car wash, OCT01
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(H)

Handling Charges, DEC98

Helpline

Purchase Card, JUN98, SEP98

DELPRO Helpline, JUN98

Honorarium Rate Change, MAR99

( I )

Index - OPM / OLAO Acquisition Newsletter Index, MAY00 & (All Following Issues) 

Information Technology Reform Act of 1996 (ITMRA), OCT96

FIRMR eliminated, DEC96/JAN97

Instrument & Quality Assurance Program, NOV00

Intramall, FEB99

Internet (OPM Home Page), AUG96

Interpreting Services Update, OCT01

Invoice Payment, SEP98, FEB99

(J)

Javits-Wagner-O'Day (JWOD) BPAs, NOV96, OCT97, MAR99, APR99, NOV99

mandatory JWOD purchases, JUN99, AUG99, MAR99

JWOD products and services, APR01, SEP02 

Justifications

personal appeal, FEB97
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(K)

No Information to Date

(L)

Lab Equipment contracts, NOV96

Large Business Justification, DEC98

Leasing, Why Lease, OCT02

Level I Certification, 

requirements, JAN96, NOV96, DEC96/JAN97, MAY97, SEP97, FEB02

coordinators, JAN96, APR96, AUG96

training classes for level 1 changed October 1, 2000, DEC00

due date, SEP00

form updates, JUN, 01

Losing an SF44, APR98

(M)

Maintenance Contracts, AUG96, OCT96

Mailing Address for the Newsletter, APR01

Mandatory Sources, JUL96, SEP96, JUL97

documentation, APR97, OCT97, FEB99

Mandatory Purchase Card Training, JAN02

Manual Issuances, DEC99

renumbering of manual issuances, DEC99, APR00

Manual Chapter updated - IDC contracts awarded by OLAO, MAR01, MAR02 revised
purchase card manual issuance, MAR02, JUN02, OCT02

revised entertainment manual 1160-1, NOV02
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Maximum Order Limitation Raised, MAY00, JUN00, JUL/AUG00

mol raised for World Travel Service, SEP00

Media & Glassware - Gone, DEC01

Medical Arts & Photography, JUL98

Micropurchase Checklist, NOV01, DEC01

Multiple Award Contracts, ordering from, JAN99

(N)

NBRSS TODAY, NOV01, OCT02

North American industry classification system (NAICS), OCT00, APR01, SEP01, FEB02, JUN02,
SEP02, NOV02 

NEW Business System, MAR99, MAR02

NIEHS, Welcome, JAN99

NIH Data Warehouse, MAY, 1998

NITAAC

Image World Contract, MAY97

Receives Executive Agent Authority, APR01

Allied Health Equipment Contract, JUL/AUG01

(O)

Ober (Travel and Conference Services), AUG96

OC Codes, NOV96, AUG99, FEB99, NOV00, OCT01, APR02

Occupational Medical Service, JUL98, JUN99
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Office and ADP Equipment Repair, APR97

Office of Financial Management(OFM)

e-z pay process, OCT00

enhances the EIN process, JUN00

obtain payment information on the web, JUL/AUG00

OFM Changes, JUN96

it is better to receive, SEP00

Open Market Orders

processing times, SEP95

OPM/OLAO Acquisition Newsletter Hardcopy & Correction, DEC98, APR02

OPM Has a new name, SEP00

OPM Home Page, AUG96, OCT96, SEP97, AUG98, OCT98,DEC98, JAN99, FEB99

Acquisition Training Site, NOV97

opm sites for both acquisition & non-acquisition personnel, FEB99

web-site - NIH Equipment Survey, JUL99

OPM Marketing Team, MAR99

OPM Newsletter Index and updates, MAR98, JUN02

Oral Ordering Mechanisms, JUL98

OSPP policy memo, NOV95

changes in the rules, MAY96

  extending term of order, DEC96/JAN97/MAR98

 

(P)

Parking Stickers, JUN00

Past Performance, FEB99, FEB01
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Personal Appeal Justifications, FEB97, OCT97, AUG98

Personal Services Contracting - Avoiding, MAY01

Phone Numbers, OPM, JUL95

Planing and Specifications Branch

what we can do for you, FEB98, MAY01

Postage, SEP98

Preferential BPAs 

priority order, JUL95

  electrical/electronic supplies, AUG95

  discontinued commodities, APR96, AUG96

  procedures, MAR97

Price Reasonableness

BPAs, NOV96

open market purchases, SEP96, FEB98, MAY01

sole source justification and price reasonableness, MAY00

Print Review, AUG99

Printing Services, MAR96, APR96, AUG96, MAR02

Privacy Act - Websites, NOV00

Procurement Processing Time, OPM, APR96, AUG96, MAY97

deadline dates for procurement requests, MAY97, JUL99 

Professional Service Order

appropriate use, JUL95, NOV95

Automated Clearing House (ACH), NOV97  

Documentation for PSO, OCT02

Drug Free Workplace, SEP96, OCT98, JUL00
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  fee for service, SEP96, FEB01

  foreign individuals/payment prohibition & non-prohibition, SEP97, NOV00, JUL/AUG01, SEP02

  honorarium rates, JAN96, NOV96, DEC01

 object class codes-requirements, OCT02

per deim not authorized in local area, JAN02

signature, NOV95

SNN no longer on hard copy of PSO, APR00

SOW-Honorarium, JUNe97, FEB98, MAY01

  statement of work (SOW), JUN96

step by step, AUG 95

  three line item format, AUG97  

  without honorarium/fee for service, NOV96, AUG97,JUN98

Prompt Payment, JUL/AUG00, MAR02

Property Issues, 

OC codes, SEP02

Protest Rules, GAO, SEP96

Purchase Cards, OCT95, APR96, MAY96,AUG 96, MAR97, MAY97, JUN97, SEP97,                    
DEC01, APR02

addendum to internal procedures-purchase card program(26013-2), OCT00

appropriated funds and gift funds, APR98

bank donation, DEC99

cardholder statement of questioned item(CSQI), JUL/AUG00

check your charges, NOV98

 convenience checks, JAN98

daily reconciliation, JUL99, OCT99

delivery dates for the purchase card log, JUL/AUG00, DEC01 

extra training, DEC99

expanded, DEC97

help us help you, SEP99

Helpline, SEP98, OCT99, FEB01, DEC01

increase purchase card authority requests, OCT 01

I.M.P.A.C. cardholder responsibilities, APR99
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Inspector General �s Review, DEC97

Mandatory Purchase Card Training, JAN02

monthly reviews, JUL98

monthly reconciliations, APR99, JAN02, MAY02

object class codes & using the property request screen, NOV00

ongoing administration, FEB99

 placing orders with multiple award schedule vendors, NOV97  program 

purchase card application form from CIT website, JAN02

purchase card basics, JUL/AUG01

purchase card disputes, JUL/AUG01, NOV01

purchase card guidance - terminate - lost or stolen - card suspension, MAY01

purchase card FY-99 funds set-aside, FEB99

purchase card helpline phone number, AUG99

purchase cards lost or stolen, OCT01, JAN02

purchase card log (WEB & 3270), OCT01

purchase card  �Nos �, JUN99

purchase card reviews, JAN01

purchase card & sales tax, NOV01

purchase card tax exempt letters, OCT01

purchase card use for maintenance contracts or agreements, NOV00, NOV01

purchase card further responsibility & guidance - security, receipt and verification,
misuse/fraud, lost-stolen, card replacement, separation of cardholder, card changes, CAO
changes, file content FEB02, SEP02, OCT02, NOV02

referrals and declines, DEC99

refreshments & registration fees, MAR98

responsibilities: separation, CAO transfers, change in cardholders, FEB98

revised purchase card manual issuance, APR02

sales tax, DEC97

unauthorized purchases, OCT00, FEB02

Purchase Requests 

clearances, SEP95

  contents, JUL95, JUL96

  signatures, NOV96, APR97, OCT97, MAY99

under $2,500, SEP95

Purchase Orders - automatic printing of Ship to Addresses, APR01
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Purchasing Animals at NIH, MAR98

Purchase of Bottled Water, MAY00

Q)

No Information to Date

(R)

Receiving

alternative pay, NOV95

  documentation, SEP95

maintenance contracts, DEC96/JAN97

  promptness, APR96, AUG96

Scientific Repair Orders, JUL96

inspection, acceptance and receiving, OCT00

Records Retention and Disposal, Feb01

Radioactive Materials Ordering System, NOV95

new authority to purchase radioisotopes, JUL/AUG00

review of orders, MAR96, JAN99

Refrigerator/Freezer Repair, APR02

Regulations

  reissue of new FAR, MAY97

Rehabilitation Act - Section 508, OCT00, FEB01, APR01, APR02, SEP02, NOV02, DEC02

Requirements

new requirements for 1102 Series, JAN98

Responsibilities

  Approving Officials, FEB97, APR98
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Assistance and Review Branch, JUL95

  BPA Management Branch, AUG95

  Simplified Acquisitions, SEP95

  Standards and Specifications, AUG 95

  

Retiree, hire back on an order, NOV95

Reprint orders

Competition & Determining Prices Reasonableness, SEP01, SEP02

Reprint Threshold Raised, JUN00

Reviews

Simplified Acquisition,

DEC 96/JAN97

  Small Business Office, MAR97

DELPRO Review Results, OCT97, NOV99, DEC99

(S)

Scientific Equipment

BEIP - Scientific Equipment

Resources Program, OCT97

Scientific Repair Orders, JUL95, OCT95, NOV95, JUL96

emergency orders, DEC96/JAN97

Section 508, JUL/AUG01

Security Differences Between the Purchase Card and DELPRO, MAY02

SF-37 Codes, JUL95, SEP96, MAY99, JAN01, OCT00, JUN02 

new SF-37 codes, NOV00

SF-44 authority, SEP95

increased authority, NOV95, MAY96
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  checklist when to use, DEC96/JAN97

lost SF-44 - lost cashier �s check, APR98

Sign Language Interpretation BPAs, NOV95, AUG96, MAY98

Simplified Acquisition Mechanism Branch Contacts For,

BPAs, Purchase Cards, Covering Orders, Fed Strip Orders, OCT99

SAMB Staff, MAR99 

Simplified Acquisition Procedures, JAN99

forms and ADB users guide-websites, JUN00

simplified acquisition training symposium, March 1, 2001, NOV00, DEC00,

JAN01

simplified acquisition procedures more complex, JAN03

Simplified Acquisition Checklist, JAN01

Simplified Acquisition Threshold, JAN96, AUG96

  reviews, DEC96/JAN97

Small Business

frequently asked questions about small business, JUN00, JAN02, MAY02, SEP2

locating small business vendors - contact, OCT02

new FASA classification, NOV95, MAR96

  NIH SADBUS, SEP95

  North American industry classification system(NAICS), OCT00

purchasing from other than small business, DEC98

set-asides, SEP96

small business news, OCT00

small business vs. large business, MAY00, FEB01, May01

why small businesses are important, JAN01

GAO finds acquisition reform - mixed impact on Small Businesses, APR01

small business utilization a must, FEB02, JUN02, NOV02

Sole Source Justifications, DEC98, MAY00
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Splitting Orders, FEB97, DEC97, AUG98, SEP99

Standard Industrial Classification (SIC CODES) Replaced,DEC00

Statement of Work - Language Tips, NOV00

Staff Listing,

Division of Simplified Acquisition, APR00

Stock Items - Standing Orders, DEC01

Streamlining, OPM, OCT96

Subscription Services, JUL95

BPAs, SEP95

FAXON contract, OCT95, MAR96

  NIH Policy Manual 26101-26-29, NOV95

Custom Library Services, JAN01

Symposium 1997, NOV96, MAR97, MAY97, SEP97

(T)

Tax Exemption, JUN97, JUL/AUG01, MAR02

Telephone Numbers

OPM Purchasing Agents, MAY98

BPA Personnel, OCT98

Simplified Acquisition Mechanisms, DEC98

Temporary Help Service Firms

BPAs, SEP95, NOV95, JAN96, APR96, MAY96, JUN96, JUL96, AUG96, SEP96, SEP97 

Temporary Services BPAs,  MAY98, NOV99, MAR99, APR02

Trade-ins, AUG96, SEP98, APR99, APR02
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using NIH Form 1872, DEC98, FEB99

Training

Mandatory DELPRO Procurement Training, OCT97, NOV97, DEC97,

JAN98, FEB98, MAR98, APR98, & (All Issues Thru, JAN01) 

Training Courses (DELPRO), OCT95, AUG97

DHHS Acquisition/Project Officer Coordinators, JAN96 

DHHS Class Changes, JAN01

level 1 certification, AUG99

Mandatory DELPRO Training, APR96, OCT96, AUG99, (All Issues Thru, JAN01)   
procurement training for scientist, MAR99

Project Officer Training on CD-ROM, FEB97

simplified acquisition training symposium, March 1, 2001, DEC00

Strayer offering two year AA Degree in Contract Management, JUN00

Web-Based Training, MAY99

1102 training requirements/Montgomery College fall semester, DEC00

Training - NIHITS

Integrated Training System,  MAY02

Travel and Conference Services, AUG96,                                            

Travel increase fees, MAY02

Travel Card - NIH, JUN00

Travel Changes, JAN03

Travel, non-government, JAN96, MAR97

Travel Policies and Procedures-Manual Iss. 1500, NOV00

(U)

UNICOR, JUL95, JUL96, APR97, JUL99

BPA, AUG96, DEC99

UNICOR NOTICE, OCT00
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UNICOR Representative, NOV98, 

NEW UNICOR rep and new waiver request procedure, JUL/AUG00, MAY01, DEC01, MAY02

UNICOR Web Site, FEB98

(V)

Variances,OCT98

(W)

Wage Determinations

  blanket DHHS determinations, DEC96/JAN97, MAR02, OCT02, JAN02

Washing a Government Vehicle, JAN03

WEB-SITES,

extremely useful, FEB99 

official government website, OCT00

WYLBUR and ACCESS, AUG 95

(X)

No Information to Date

(Y)

Year 2000

BPAs and the Year 2000, MAR98, SEP98

clauses, AUG98

 compliance, NOV97,NOV98, JUL99

ORIM, DEC97

(Z)   

No Information to Date
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